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Correct TYPING TECHNIQUE 


increases speed... lessens fatigue! 
ESE 





LONG DAY, loads of work to PLACE YOUR BANDS in rest posi TRIPLE-POSED DRAWINGS show 


do? ... stay alert and inter- tion, forearms parallel with how back, meck and eye 
ested . . . but relax and the keyboard (about a 30° strain result from bad pos- 
be comfortable too. Don't angle). Don't pound the ture. Good typing technique 
crouch like a tiger and tense keys... just curve your fin means less fatigue, fewer 
up. Sit upright, bend for- gers and use a “fingering” errors, increased speed. 
ward a little from the hips motion. Put rhythm into With the right machine 
Feet must be firm too, not your strokes. Don’t arch you'll be amazed how much 
wrapped around chair. your wrists... relax them. easier typing can be. 


NOTE THESE SPECIAL 
SMITH-CORONA FEATURES 





)ou'll find it easier with a 


Smith-Corona wiiisie 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y 
eee makers also of Smith-Corona Portable Typewriters 
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INTO THE WILD BLUE YONDER 


that’s where this young Greggite’s reporting assignments took 
um over the lene oth and wi adth of the I-B Theatre of W ar 


ry 


ROBERT L. PYNER 











aGlI’s Album 


LEFT TO RIGHT ACROSS THI 
PAGI l The author at the en 
trance to AAF Headquarters, India- 
Burma Theater, housed in a requisi- 
tioned jute mill 2) Juvenile vendors 
of precious stones—Calcutta 

dian snake charmers about to 
Calcutta 4 The pyramids as seen 
irom the air just outside Cairo, Egypt 
5 Snake charmer putting a deadly 
hooded cobra through its paces 6 
An unusually healthy Untouchable 
with all his worldly possessions, taker 
ust outside AAI Headquarters 
Ready to take off to a Court-Martia 
S) Taken with a Gurkha guard at the 
Bengal Air Depot 9 At Barrack 
wore Air Base prior to take-off for 
Chabua, Assam 10) A primitive tw 
stage litt being used to get al! the pre 
cious water trom a water hole The 
wealth of many Indian communities 


depends on their water holes 
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Mv Secretary Must Have Charm 


BERNICE BROWN McCULLAR 
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* The American Red Cross Carries On—Give “+. 
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BRACE YOUR HEANG 


Avoid using ruled lines 
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‘MGS WITH BOXES 


les} tabulations unless they 





Po¥ clarification of com- 


of those needs a ite all ft am 
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LLUSTRATION 1. Characteristics of Pi RE ARE TWO KIN 
properly boxed and ruled table a table stat 
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ith a single rule. (b) The sides are 
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“Vaudeville” Quiz 


BORIS RANDOLPH 


See page 352 for Correct {nswers./ 
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17. A hauling " - A ( 
18. A strik - \ ¢ 
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21. Insurance company 
officer TT i}. 
2. Fabricator = <----- AC] 
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24. Made up of real- 
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5. Get in touch witl ----AC] 
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Company Manners 


SARAH ALLEN 
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STOP, LOOK, AND LISTEN! 


Not only midyear students, but other writers as well can use 











the drills given here to advantage for a quick “brush-up” 
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Rightth: theater, theme. How to Lose Jobs and H 
THE O-HOOK > of | t | Alienate Bosses rhe 
HELEN WATERMAN mil 


THE OO-HOOK 


THE DIPHTHONGS 


BLENDS— 


Dictionary-itis 
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co Wrirer, Marcel 


HOW FAST WILL HE TALK? 
[here are many other considerations besides speed that deter- 
mine the stenographer s ability to “get down” that dictation 


DR. THOMAS TAPPER 
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“Vaudeville” Quiz 
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Sideli ight of Business 


















PLAIN TABLES ano 
BENCHES UNDER 
A BUTTON-WOOD TREE 
WERE THE EQUIPMENT 
OF THE NEW YORK 
STOCK EXCHANGE WHERE 
IT STARTED IN 1799, 
ACCORDING TO THE 
WOOD OFFICE FURNITURE 
INSTITUTE. 








WOMEN COLLEGE 
GRADUATES 
BECOMING CLERICAL 
WORKERS OUTNUMBER 
THOSE ENTERING THE 
TEACHING PROFESSION. 
























DOUBLE ENTRY 
BOOK-KEEPING WAS 
INAUGURATED 
IN 1340 
FOR THE 
MUNICIPAL 


HEAVY BOOK... 
CHARLES LAMB, 
FAMOUS ENGLISH 
AUTHOR A CENTURY 





AGO, WROTE THAT ACCOUNTS 
COMMERCIAL LEDGERS OF 
AT THAT TIME WERE GENOA, 
SO BIG THAT THEY ITALY. 





REQUIRED TWO MEN 
| TO CARRY ONE. 
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PRACTICAL VALUE 


FLORENCI ELAINE ULRICH 
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\. Test 


{ Parting Fling 


Junior 0. G. 


bd \Y 
, 
. 
. ~ 
~ 
“ ~ 
> 
- / — 
> 
~~ ~ 
~~ ~ * 
~ 
- 
. ~ 











O. G. A. Membership Test 


One of These Days 
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Mareh Test Material 


Senior O.} A. : Is s/ 
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Use double spacing in typing this test 


What crop shall a farmer plant? Wheat, tobacco, 
corn, cotton, soybeans? or shall the farmer specialize 
in dairying? One might say offhand that this choice 
will be conditioned by what farmers are already grow- 
ing in the locality. Experience has taught these farmers 
that the soil quality and climate have shown those crops 
which they now raise to be the most profitable. How- 
ever, a scientific farmer will not take for granted such 
evidence. 

In the first place, the soil, topography, and climate 
may be ideally suited to the growth of any one of 
several crops, but the market and competitive situations 
may require a particular action. For example, there 
may be a choice between corn and tobacco. The farmer 
of tobacco in a given locality may have to face cost of 
production competition with tobacco growers elsewhere 
who either occupy lands a little more favorable to to- 
bacco yields, enjoy lower labor costs, or have the ad- 
vantage of both elements. In that case, he may have to 
discontinue tobacco production and turn to corn, a prod- 
uct which may be marketed to better advantage. 

While nature is generous, it is likewise ruthless. 
Abuse of the natural landscape is likely to result in seri- 
ous losses. That has been the experience of man through 
his long residence upon the earth, yet strangely enough 
he has not always profited. A classical case of man’s 
failure to learn from experience is related to the removal 
of the forests from the mountain slopes of China and 
subsequent erosion of the soil. Although this action has 
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Strokes 


contributed greatly to economic disaster in China, 
nevertheless many of our own farmers have not heeded 1639 
the lesson. Forest removal and farm methods of a kind 1694 
to foster erosion have been widespread in this country. 175 
In consequence, the loss of soil, the element which is 1806 
at the very foundation of farming, has been enormous. 1361 
Two major agencies cause erosion—water and wind. 1912 
The rate of erosion has been carefully calculated through 1970 
tests. This work has been carried forward not alone by 2026 
men trained in those sciences involving the study of 2 
soils but by men who are also practical farmers. Hence 2135 
no criticism of this activity can be made on the basis = 21% 
of its academic or theoretical nature. 22 
The existence of a close correlation between weather 
and farming is accepted not only by farmers but by the — 2538 
public generally. The effects of drouths, for example, 25% 
upon crop yield, or the destruction wrought by hail, by 
excessive rainfall, by late spring frosts or early autumn —_ 250s 
frosts are usually emphasized by the public press. Gen- —2563 
erally, less publicity is given a so-called normal season 2621 
or a season of unusually favorable weather. 266 
The urban man or non-farmer expresses great sym- 
pathy for the struggle of the farmer, basing this atti- 27 
tude largely upon the theory that weather cannot be 
controlled and that the farmer in consequence is wholly —2875 
at the mercy of the weather. Within limits, there is 2929 
justification for this viewpoint. But the farmer is not 2% 
always as helpless as he may seem to be. 





Good farm management may alleviate the uncertain- 
ties of the weather. This involves crop diversification. 
| The farmer who concentrates upon one product obvi- 3184 
ously flirts with disaster. Rarely do unusual weather 
conditions affect all plants alike. It behooves the farmer 
to engage in a varied agriculture. — Extract from “Geog- 
raphy for the Businessman,” by Eugene Van Cleef. 


Repeat from the beginning until end of the ten-minute test peri 











Ot 


Junior O. 


neatly the following copy 


Ty 


all cap 


ARMY WEEK The traditional celebra- 
tion of Army Day will be held on April 

sponsored nationally by the Military 
Order of the World Wars. But this year 
Army Week will extend from April 6 


through April 12. National and local 
activities are being arranged to focus 
public attention on the Army in order 


to develop a comprehensive understand- 
ing of its peacetime assignments. Under 
standing the important nature of the 
Army’s role in the building of a perma- 
nent peace, enthusiastic assistance has 
been given by magazines in the Volun- 
’ Enlistment Program sponsored by 
\ the National Publishers Association. 
This f Army Week has a special 
significance because it will serve to direct 
al pattern of national 
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1.7. Test 
age single spaced entering he reading in 
letters 


security, including new plans for the 
participation of the National Guard. the 
Organized Reserve Corps, and the Re- 
serve Officers’ Training Corps. 

The job the Army faces is an enor 
mous one. Occupational duties abroad 
important peacetime assignments at 
home, raising personnel standards, keep- 
ing always in the forefront of the march 
technology, recruiting thousands 
men every month in order to build a vol- 
unteer Army adequate to do the job— 
all these are parts of the duties which 
must be carried out in the interests 
national welfare 

Army Week will present an opportu- 
nity for civilians to learn first hand the 


real significance and usefulness of the 
Army 


o! of 


or 


of Practical Value 
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TAKE A TIP FROM 
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Keep lt Quiet! 7 
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MORE REPORTERS NEEDED 


Just the time for you novices to break into reporting itsa 





wide field and few favors these days well worth entering. too 


CHARLES LEE SWEM 
Official shorthand Reporter New York su el to 
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Krom a Reporter's Notebook 


Taken by SIDNEY YOUNG 
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WHO’S WHO IN SHORTHAND SPEED 
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